
/
FORM HR-RM, I

(8-1-53)

Hall of Records
Commission

"'EST FOR RECORDS RETENTION *OULE

( i w k submitted to the Records Managew<m- irision

Hall of Records Commission

SCHEDULE
N0 256
PAGE
NO.

1. Requesting Agency

STATS DEPABJMSHT OP HEALTH

2. Division or Bureau of Requesting Agency

TUBERCULOSIS HOSPITALS

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B

B Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

/ This records retention schedule i s applicable to a l l Tuberculosis
/ Hospitals. The quantities, dates, and accumulations l isted art for

Ht. Wilson Hospital only.
\ -

1. PATIENTS' MEDICAL RECORDS
£&T0J*II?F/<.&£ >KT<\<=?f>U

.drawers inactiWjQuantity* 3 drawers active, ̂ - ^
/(fetal 75 cubic feet)/

Dates* 1926 - - -—^
File Arrangeaeatt numerical _̂
"JAnnual Accumulations 2 | cubic fee&7 r.
indext /Jes, sea Item 2J fi^^^n^r \ t /?/- €tj <TA^rs CPT^M^

Individual folders containing the nodical records of each patient
are maintained* Records in the folder include several or all of the
followings

TB 2 Application and Hospital Record
OTH 2 Admission and Discharge Sheet
MTH 3 Histor/ Sheet
HCH U I^ysical r^p"nlnBtlon
HTH $ Progress Rotes
HIH 6 X-Ray Report
MTH 7 Laboratcny Chart vith Laboratory Reports attached
HTH 9 Dsntal Record
HXH 13 Consultation Rotes

Operation Perrait -hospital fora
OTH 15 Cperatdon Pernit
HTH 16 Electrocardiograph (ESQ) report
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%

7. Agency, Division or Bureau Representative

ritiec?
?AAd C

Signature Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. <

7/c/rc IWWH S.
/ /Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

JUL 9 19nb'
Secretary
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4.
j m

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6: Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

17 Bronchoscopy Report
18 Exorcise Record
20 Oli^cAl Chart
21 Doctor's Order Sheet
23 Burae*s Order Sheet
2l» Wai^it Chart

Correspondence - a l l correspondence i s grouped together
behind the l a s t sheet of the m>Ai<+a\ records

RECOtf̂ WDAlIOHt RETAIH PEKHAHEHTH ,

Hum. TO PATIEKTS* MEDICAL RECORDS

Sisat 3" x 5* r-
Quantity t 1 drawer active, 6 dra»ers inactive ((total | cubic

• C foot)
Datest 1^26 - -.... *^
File Arrangesientt Alphabetical

The Index shoes the patient* s aane, address, case number, religion,
date of birth, and dates of admission and discharge*

RSCOMHSHDATICNJ RETAIN PeiHAUSOTIT.

SOCIAL SKkVIC^ CASS ffTSSi(]pT

Quantity! 2 drawers active, 1 drawer inactive
(total hh cubic feet)

File Arrangement* Alphabetical
Datest 1950
Annual Acctagolaticot | cubic foot

An individual file is maintained for each patient contacted by the
social service workers. Information in the file shows all services
rendered and family history* The records are t

Face Sheet (a Maryland Tuberculosis ATftorifltiftn form) ffhovlng
physical description of patient and fasdly history

ts^nd reports of

APPROVI
SOARD OF' PUB!

Case Recording - shots contacts aade,
conferences

Discharge Suanary - a copy of the sunmary round In the Medical
Records n^ucjZ\

en
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RBCOHMEHDATICSt RETAIH FOR TWEGTT TEARS AFTER D,
AND THSN DESTROT.

DISCHAE03

D̂ BY
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4. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

u.

$.

6.

SERVICES REHDERSD TO PATIEHJ

Quantity* 1 drawar (1$ cubic feet)
Datesi l©£l - •
File Arrangement! Alphabetical
Annual Accumalatlont less thai J cubio foot

The Maryland Tuberculosis Association supplies needed clothing and
other supplies union the patient cannot financially afford* The
records maintained in the Social Services office are duplicated in
the Association's files* These arei

Approved Request for Service - indicates the patient's nans*
hospital, service desired, approval of request, end

' any rsssarks*

Discontinuance of Service - this fora Is sent to the Associa-
tion at the time the patient is discharged*

All records concerned vith an individual patient are stapled to-
gether* _ .

HECCMMSHDATIOHi RETABJ FOR THRES YEARS AFTER DATE OF DISCHARGE AND
THE8 DESTBOy.

CCRSESPGHDBKCE

Quantit^t 16 dravers (2l» cubic feet)
Datesi 1950 - -
File Arrangement» Alphabetical
Annual Accumulation* $ cubic feet
Disposable Amounts 8 cubic feet

This itesa includes the correspondence of the Superintendent*
Hedical Director* Administrative offices* Social Service office*
and Supervisor of Burses* The correspondence is concerned vith
the functions of the hospital and is vith Federal* Stats* local
and other state agencies* professional* civic and business organize*
tions* Individuals* doctors* hospitals* etc* Correspondence con-
cerned with a patient is filed in the patient's case folder*

RSCG*rtKJJuATIOH« RETAIN FOR THREE TEARS AHD TIER DESTROT

ACCOPOTIHO RECCRDS

Quaatitgri hi drawara (TO cubic feet)
Datest 1550 - -
File Arrangenentt Chronolosical
/^PYP**! Afff"wlffti ffn t 15 cubic feet
Disposable Anwuntt 30 cubic feet
Audit* State
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4. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention pericid.

6. Recommendation
of Hall of Records
and Board of Public
Works.

This Item includes all standard accounting farms used by State
agencies as supporting data to the final book of entry. The final
book of entry is to bo retained permanently* Specifically these
upporting records ares

Comptroller of the Treasury

Fora Bo •

S-l-S
B-l and E-|
DD-1
R-2 (foraerly HR-2)

Distribution of Charges
Transatittal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and
Deposited

Distribution of Vnaspendad and Obligated
Balances

Monthly Statement of Balances

Purchasing Bureau (Departosnt of Budget and Procuragent)

1-̂ A
l*7-A
100-16
39-A and IJO-A
CF-2

P-l
100/21*
27-A

26-k
$2
51

Requisition for Supplies
Purchase Order
Cnt-of-Schedule Reqnisition for Supplies
Stores Be<]uisitioQ
Cony of Contract Awarded
Capital Fund Reouisition for Stjuipraent
Actual Emergency and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Hotice of Award of Contract
Credit Memorandum
Report of Partial Delivery

Budget Bureau (Departasat of Budget and Procureaant)

BB-1 (Rev.)

B.P. Inv. IO01
B.P. Inv. R102
B.P. Inv. 6
BB-fcO
Budget Fora Ho.
1 thru 11

Foraerly BB-1 and BB-2
Budget Schedule Assndbaent Sheet
Report of Fixed Assets (annual)
Report of Katerials and Supplies (annual)
Materials and Supplies Physical Inventory (t
Request for Position Action

Budget Estimates Fiscal Tear (13 pages includ-
ing farm statement)

Power Plant Utility Report (monthly)
Food Report (aontbly)
Memorandum of Adjustnsnt

enen
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sm

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Others

Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled Checks
Cash Receipt Stubs
Patients* Cash Receipts
Telephone operator*a cash report
Heal tickets
Perpetual Inventory (filled pages)
Dally Tins Sheets
Supply Requisitions
Condnuing Orders

EECOMHEKDATIOTl RETAIN FOR THREE YEARS, OB USTIL AUDITED, WHICH-
EVER XS LATER, AHD THE8 DESTROY.

ACCOPNTiraS RECORDS FOR WHICH DISPOSAL HAS B55B PROVIDED BT A QETERAI
RECORDS B3STEHTIG8 SCHEDULE ' "

PAYROLL (Prior to July 1, 1£5>3)» The agency copy of this payroll
fora is to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. 0-1, Item 1-d,
approved by the Board of Public Works, January 11, 1?5>U).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or uatil audited, whichever is later and then destroyed. (General
Schedule Bo. G-2, Iten 1-d, approved by the Board of Public lsbrks,
January 11, 7$$h).

PAYROLL EXCEPTIONS, Additions and Exceptions - The agency copy is
to be retained for three years or until audited, «hiehever la
later, and than destroyed. (General Schedule So. G-2, Item >»b,
approved by the Board of Public Works, January 11, 19SU).

PAY.KARRAHTS - The agency copy is to be retained for three years or
until audited, vhichevsr is later, and then destroyed* (General
Schedule-. Bo. G-3» Item 3» approved by the Board of Public Works,
Ray 10, 3S5U).

BBC£ITZBa WARRANTS - The agency copy is to be retained for three
years or until audited, vbichever is later, and then destroyed.
(General Schedule No. G-J», Item 3$ approved by the Board of Public
Works, Hay 10, 2SSh).

TBARSHXTTAL FORK E-l or S-| (Comptroller of the Treasury Fora) Is
to be retained far three years or until audited, i&ichever is later
and then destroyed. (General Schedule No. G-£, Iten 3, approved by
the Board of Public Works, May 10, 195U.)
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4.

8.
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•

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

MASTHS AUTHORIZATIOH

T h i s statawuLcfet f«i-n « f t h * f*4mOT4ffl9?ffn*r o f Pttreomral la tha anthor-
iKaUoa f o r entering the employees nama on the payrol l or f o r nak-
ing aqy changes In the pay rate* I t a l s o shows a l l pa / deductions*

RECOCCKDATIOHi RKTAUJ WHILS ©JPLOIED AND FOR THREE YEARS AFT2R
DAXE OF SEPARATION, CK USTXX. AUDITED, miCSSTSSi
XS IAXEEJ AHD 7HES CSSfBOT*

X£A7S RECORDS • :

F i l e includes tha Jtollowing records s

Leave record card - Fora SBC 128-A, a standard state-vid©
team pretparvtA anrmal'ly f » «aAh ^ipl^y^i.

Lesve applications
Doctor*s certificates

ESCCHMSNDATIGHi RLTAITJ FOB THE2S YEARS OB UR7IL AUDITS), WHIGHSV^
I S LATER, AHD THEH DSSTEOT.

E G A - ' • : '
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6. Recommendation
of Hell of
and Board
Works.
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